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Chief, qi Btaff 9 Beptember 1960
: Records Management Off'ices, ID

Chief, Records Managewent Staff, Managewent Btaff

Proposes Recorts contro1 senecute [

i. Attached iz a proposed Records Conmtrol Schedule prepered by

for your office at the request of [[IIIIINGEN ™'

mmmaummumptthwemmﬁinﬁmmmd
eover these.
2. I suggest that you reviev this proposal for completeness of

Your comsenta on® guggestions will make this schedule 2 better records
moagesent plan for your office to use.

3. Ths following are significant items highlighted as a result

1] v
T

25X1X3
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a. Five percent (5%) of your records have permsnent
retention wmine.

». Ninety-five pereent (95%) of your records are
of a tewporary mture snd can be retired or destroyed
on & perioftic basis.

e, Total volume of records amounts to 468 cublc fest
whieh have been categorirzed into 95 flle series that sre
stored 1n 113 pleces of filing equipment.

4. Two hmmiired and six cubic feet of records can be
retired or destroyed immedistely upon spproval of the
fecords Control Schedule.

¢. Current replacement velue of your £11ing equipment
1s $04,283,

£. Persomnel of your office were enthused and Initiated

with a sisilar file in the Office of
Central Reference.

- 3 - now procesging for permanent
retention end retirement & complete set of your stulles snd
research pepers.
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spos waintstred 2w A suppleasnt will be subpitted later to 25X1A8a i
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racords dascriptions end appropriatensss of the disposition imstructions.

the action to consolidate o card rile (NN & 2°X1X3
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5. I wish to express my apprecistion for the opportunity
to perticipate in your Records Management » Tha
ecopevation of your people wee excellent.
avallsble for coordinstion and to make adjustments to the
schedule where necessary.

25X1A9a
Original and 1 - Addreasee
1.
1 - Acting cmer- op ares L7 25X1A8a
1l - RMS File
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